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Quick Reference Guide to the Attorney Registration System 

What is the Attorney Registration System? 

The Attorney Registration System allows attorneys to register for a secure user account. Upon registration approval 
from the courts, attorneys can complete their Annual Form and securely pay the annual fee to the Attorney 
Registration Office of the Disciplinary Board. Attorneys can also designate a proxy to complete the Annual Form and 
submit payment on their behalf. Payment may be made using a Visa, Mastercard or Discover credit/debit cards or 
by ATM card. 

Where do I get started? 

When you are ready to begin, open your web browser and go to http://ujsportal.pacourts.us. 

What information will I find in this guide? 

This Quick Reference Guide will present the basic features and functions of the Attorney Registration system that 
you need to create your UJS Web Portal Account, update your registration information and submit your payment. 
This includes information for attorneys that will register themselves, attorneys that will designate a proxy to register 
and submit payment on their behalf, and users that will act as the proxy for attorneys to submit their registration and 
payment. Use the following links to jump to the information you are looking for: 

Creating your UJS Web Portal Account 

Self-Registering Attorneys 

Attorneys Using a Proxy to Register 

Proxies Completing Registrations 

Making Payments 

If needed, where can I find more information? 

If you are looking for additional details about the Attorney Registration system, you can access the Attorney 
Registration System User Guide after you have created a UJS Web Portal Account. The Help link on the upper right 
corner of any page of the Attorney Registration system will open the user guide. 

 

If you experience any problems with your UJS Web Portal Account or have questions about your online payment, 
contact the AOPC Help Desk at 1-877-227-2672. Representatives are available Monday – Friday 8:00 AM – 5:00 
PM (EST). You can also send an Email to ccpaopc@pacourts.us 

For all questions regarding the annual registration, contact the Attorney Registration Office of The Disciplinary Board 
of the Supreme Court of Pennsylvania, 601 Commonwealth Avenue, Suite 5600, P.O. Box 62625, Harrisburg PA 
17106-2625; Telephone (717)231-3380, or visit the Board’s website at www.padboard.org. 

http://www.padboard.org/
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Creating Your UJS Web Portal Account 

Anyone that will use the online Attorney Registration system must create a UJS Web Portal Account. This includes 
attorneys that will use a proxy because you will need to designate your proxy. Users that will be a proxy for other 
attorneys (submitting their registration forms and payment on their behalf) must create a UJS Web Portal account in 
order for your attorneys to designate you as their proxy. Proxies do not need to be an attorney in order to act on 
behalf of their attorneys. 

I am an attorney. How do I create an account? 

 

To create your account as a self-registering attorney, begin by navigating to: eServices  Create 
New Account. 

The Create New User Account page opens. A minimum amount of information is required to create your UJS Web 
Portal account and this is indicated with an asterisk next to required fields. 

 

Enter your contact information, including name, address, phone number and email addresses. 

For the User Name, enter a name that you will find easy to remember. This is the user name you will use to log into 
the UJS Web Portal after creating an account. The user name must have at least three characters and can be 
comprised of letters, numbers and underscores. 

For the Password, enter a word or phrase that you will find easy to remember. This is the password you will use to 
log into the UJS Web Portal after creating an account. Passwords must contain at least one upper case character, at 
least one lower case character, at least one numerical character, and must be eight to 15 characters in length. 
Confirm the password by re-entering it on the next line. The passwords must match. 

After entering your information, click NEXT. 
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In the Role Information section, select the Role of Attorney and enter 
your PA Bar Number and the last four digits of your social security 
number.  

Click NEXT. 

 

 

 

In the Confirm section on the next page, review the 
information you entered. If you need to correct any of the 
information, click PREVIOUS to return to the pages where 
you entered the information. 

 

 

 

 

 

If the information is correct, enter the challenge phrase 
exactly as the characters appear, including any 
capitalizations, into the box below the text “Enter the code 
shown:”. 

 

Click FINISH. 

An E-mail message is sent to the address you provided when creating the account. You must open the E-mail 
message within 48 hours and click on the link provided to verify the E-mail address and complete the account 
creation. If you do not confirm your E-mail address within 48 hours, you will need to create your UJS Web Portal 
account again. 

After confirming your E-mail address, you will receive a second E-mail message that includes your assigned five-digit 
PIN, which you will need to log into the UJS Web Portal. 

You will also receive an E-mail from the Disciplinary Board indicating the status of the verification of your PA Bar 
Number. If the information you entered does not match their records, you may need to contact the Disciplinary 
Board to verify the information on record. You can then re-enter your role of attorney after your UJS Web Portal 
account is created. For information on adding your role after creating your UJS Web Portal account, see Adding 
Roles in the Attorney Registration System User Guide. 

Navigate to the UJS Web Portal and click Login to access your account. 
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I am not an attorney but will be registering attorneys as their proxy. How do I create an account? 

If you are not an attorney but will act as a proxy for attorneys for registration, you must still 
create an account. The process is very similar to creating an account as an attorney. 

Begin creating an account by navigating to: eServices  Create New Account. 

The Create New User Account page opens. A minimum amount of information is required to create your UJS Web 
Portal account and this is indicated with an asterisk next to required fields. 

 

Enter your contact information, including name, address, phone number and email addresses. 

For the User Name, enter a name that you will find easy to remember. This is the user name you will use to log into 
the UJS Web Portal after creating an account. The user name must have at least three characters and can be 
comprised of letters, numbers and underscores. 

For the Password, enter a word or phrase that you will find easy to remember. This is the password you will use to 
log into the UJS Web Portal after creating an account. Passwords must contain at least one upper case character, at 
least one lower case character, at least one numerical character, and must be eight to 15 characters in length. 
Confirm the password by re-entering it on the next line. The passwords must match. 

After entering your information, click NEXT. 
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In the Role Information section, leave the Roles checkbox blank. 

Click NEXT. 

 

 

In the Confirm section on the next page, review the 
information you entered. If you need to correct any of the 
information, click PREVIOUS to return to the pages where 
you entered the information. 

 

 

 

 

 

If the information is correct, enter the challenge phrase 
exactly as the characters appear, including any 
capitalizations, into the box below the text “Enter the code 
shown:”. 

 

Click FINISH. 

An E-mail message is sent to the address you provided when creating the account. You must open the E-mail 
message within 48 hours and click on the link provided to verify the E-mail address and complete the account 
creation. If you do not confirm your E-mail address within 48 hours, you will need to create your UJS Web Portal 
account again. 

After confirming your E-mail address, you will receive a second E-mail message that includes your assigned five-digit 
PIN, which you will need to log into the UJS Web Portal. 

Navigate to the UJS Web Portal and click Login to access your account. 
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Self-Registering Attorneys 

This section describes the features and functions of the Attorney Registration system that an attorney needs if they 
are responsible for submitting their own registration and payment. 

How do I access and update my annual registration form? 

 

To begin the registration process, login to the UJS Web Portal and 
navigate to eCommerce  Attorney Annual Registration  Registrations 
to Complete. The Attorney Annual Registration page displays.  

When the Attorney Annual Registration screen displays, you will see a record for your attorney registration form in 
the grid. Since you are only responsible for your own registration, only one record is displayed in the grid. The Status 
of the registration displays as New. 

 

The Registration Responsibilities and Certification and Agreement links above the grid provide you the ability to read 
the Registration Responsibilities notice Certification and Agreement statement.  

After reading the Registration Responsibilities notice Certification and Agreement statement, you can acknowledge 
that you have read them by selecting the checkboxes in the grid under the Registration Responsibilities and 
Certification & Agreement columns. Click SAVE RESP. AND CERT. SELECTIONS to save the acknowledgements in 
the grid. 

 

Next, click the Start link next to your name in the grid to open the Pennsylvania 
Attorney’s Annual Fee Form page. 
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If you haven’t already, read the Registration Responsibilities by clicking on the link at the top of the page. Select the 
checkbox acknowledging that you have read the notice. The checkbox will already be selected if you acknowledged 
the notice in the grid as described above. 

 

In the Attorney Status and Payment section, enter or confirm the information requested. If necessary, update the 
Status by selecting a different value from the dropdown. The Total Fee displays the appropriate amount based on 
the selected Status.  

 

The Addresses section displays the addresses based on your registration from the previous year. 

If an address is no longer valid, click the Remove link in the grid next to the address. 

To add a new address, click the Add link at the bottom of the grid and enter the address information. One address 
must be designated as the Mailing Address by selecting the checkbox in the grid. Also, selecting a Residence 
Address is required. PA attorneys must also specify one address for Public Access Use by selecting the checkbox in 
the column for the appropriate address. 

 

In the Firm/Organization Through Which I Practice section, enter either a Law Firm or Department/Organization, if 
applicable. 
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In the Jurisdictions Where You Have Been Licensed To Practice Law (Except The Commonwealth Of PA) section, 
update the jurisdictions outside of Pennsylvania in which you have been licensed to practice law. 

If any jurisdictions are displayed where you are not licensed to practice law, click the Remove link in that row of the 
grid. 

To add a jurisdiction, click the Add link at the bottom of the grid. Enter the Court/Jurisdiction and select your Current 
Status in that jurisdiction. 

Continue adding any additional jurisdictions until they are all displayed in the grid. 

 

The Financial Institutions section displays the financial institutions in which you or your firm held funds of clients or 
third persons at any time during the registration period for the previous year. Verify and, if necessary, update the 
financial institutions that will be used for the current year. 

If you will not hold funds, select the None/Not Applicable checkbox. 

If the grid displays any financial institutions that will not be used in the current period, click the Remove link in the 
grid for that financial institution. 

To add a new financial institution, click the Add link in the grid and enter the bank or brokerage information. 

Continue adding any additional financial institutions until they are all displayed in the grid. 

 

In the Professional Liability Insurance section, indicate your professional liability status. Read the three available 
choices and select the radio button which indicates your status. 
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In the Certification and Agreement section, indicate you have read the notice by selecting the checkbox. The 
checkbox will already be selected if you acknowledged the notice in the grid on the previous page as described 
above. 

 

Optionally, in the Save/Submit section, you can indicate if you would like to stop receiving the paper registration 
forms via U.S. Mail in the future by selecting the checkbox. You can select this option if you plan to register online in 
the future. If you select this option, you will still receive notification from the Disciplinary Board when the registration 
period begins each year, but registration forms will not be included. 

 

Can I save my progress while completing my annual registration form? 

Yes! If you need to leave the form, you can save your progress by clicking 
SAVE at the bottom of the Pennsylvania Attorney’s Annual Fee Form.  

When you are ready to continue working on your registration form, log into your UJS Web Portal account and 
return to the Registrations To Complete page (eCommerce  Attorney Annual Registration  Registrations To 
Complete). 

Your form is displayed in the grid. The link next to your name has changed to Edit and your Status displays as Not 
Submitted. 

Click the Edit link next to your name to re-open the Pennsylvania Attorney’s Annual Fee Form. 

 

The form displays with any changes you started but did not complete. 

I have finished updating my annual registration form. How do I submit it? 

Once you have finished reviewing and updating the information for your annual form, you are ready to submit it. 

If you finished working on your form and are still on the Pennsylvania 
Attorney’s Annual Fee Form page, you can submit from this page by 
clicking the SUBMIT button. 

Otherwise, you can submit your form from the Registrations To Complete page (eCommerce  Attorney Annual 
Registration  Registrations To Complete). 



Administrative Office of Pennsylvania Courts   Rev. April 2012 

 

Click SUBMIT REGISTRATIONS below the grid. 

 

Once submitted, your form is sent to the Shopping Cart page where you will begin making your payment. After 
submitting payment you will also be able to access the printable version of your registration form and a receipt. For 
more information on the shopping cart and payments, see Making Payments. 
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Attorneys Using a Proxy to Register 

This section describes the process used if you are an attorney that will designate a proxy to submit your registration 
and payment on your behalf. Before you begin, you should ensure that the user that you will designate as your proxy 
has already created an account on the UJS Web Portal. You should also have created your account on the UJS Web 
Portal as described under Creating your UJS Web Portal Account. 

How do I assign my proxy? 

Once you and your proxy have both created your UJS Web Portal Accounts, you are ready to assign them and add 
permission to submit your registration. 

 

Proxies are added on the Manage Proxies page of the UJS Web Portal. After 
logging in to your UJS Web Portal account, navigate to eCommerce  
Attorney Annual Registration  Manage Proxies. 

 

In the Who Can Act On My Behalf section, click ADD PROXY. 

 

The Add Proxy Users search opens in order to allow you to 
search for your proxy. You can search for proxies by Name 
or, if your proxy is an attorney, by PA Bar ID number. 
Specify how you would like to search for your proxy by 
selecting the Search Type in the dropdown.  

 

 

Enter your search criteria. Required fields are indicated by a 
red asterisk and must be completed in order to perform the 
search. Click SEARCH. 

The results of the search are returned in a grid 
below the search criteria fields. Select the 
checkbox for your proxy in the grid and click ADD 
SELECTED USERS. 

You are returned to the Manage Proxies page and your proxy is displayed in the grid of the Who Can Act On My 
Behalf section. Your proxy will now be able to access your registration form and make any changes on your behalf. 
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Proxies Completing Registrations 

If you will be designated as a proxy for one or more attorneys to complete their annual registrations and submit 
payments on their behalf, you must begin by creating an account on the UJS Web Portal as described under 
Creating your UJS Web Portal Account. Attorneys will not be able to add you as their proxy until you have a UJS 
Web Portal account. 

Once you have an account, the attorneys you represent must add you as their proxy as described under Attorneys 
Using a Proxy to Register. 

Once the attorneys have informed you that they have added you as their proxy, you can begin completing their 
registration forms. 

How do I access and update the annual registration forms for the attorneys I represent? 

To begin the registration process, login to the UJS Web Portal and 
navigate to eCommerce  Attorney Annual Registration  Registrations 
to Complete. The Attorney Annual Registration page displays. 

If more than one of the attorneys you represent is a PA attorney, some 
functions can be performed in batch. For information on the batch 
functions, see the next section below. 

When the Attorney Annual Registration screen displays, you will see a record for each attorney you represent in the 
grid. If you are also an attorney, the record for your own registration will also be included. The Status of the 
registrations display as New. 

 

The Registration Responsibilities and Certification and Agreement links above the grid provide you the ability to read 
the Registration Responsibilities notice Certification and Agreement statement. 

After reading the Registration Responsibilities notice and the Certification and Agreement statement, you can 
acknowledge that the PA attorneys you represent have read them by selecting the checkboxes in the grid under the 
Registration Responsibilities and Certification & Agreement columns. Please note that the checkboxes are only 
enabled for PA Attorneys, not for In-House Corporate Counsel or Foreign Legal Consultants because the notice and 
agreement language are different for these registration types. The notice and statement will be acknowledged within 
the individual forms for these types of attorneys. 
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If you have more than one PA attorney in the grid, you can quickly select the checkboxes by clicking the Select All 
link at the bottom of each column. Click SAVE RESP. AND CERT. SELECTIONS to save the acknowledgements in the 
grid. 

 

You will need to verify, and possibly update, the information to be included for each attorney on their registration 
form. If you are a proxy for more than one PA attorney, you can choose to update the financial institution and 
professional liability insurance information in batch. For information on this function, see the next section. For the 
remaining information on the attorney registration form, you will need to individually update each attorney for which 
you proxy. 

To begin editing the information on the registration form for an attorney, click the Start 
link next to their name in the grid to open the Pennsylvania Attorney’s Annual Fee Form 
page.  

If you haven’t already, read the Registration Responsibilities by clicking on the link at the top of the page. Select the 
checkbox acknowledging that you have read the notice. The checkbox will already be selected if you acknowledged 
the notice in the grid as described above. For In-House Corporate Counsel and Foreign Legal Consultants, you must 
acknowledge the notice on this screen. 

 

In the Attorney Status and Payment section, enter or confirm the information requested. Select the registration 
Status for the attorney. The Total Fee displays the appropriate amount. 
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The Addresses section displays the addresses based on the registration information submitted the previous year. 

If an address is no longer valid for your attorney, click the Remove link in the grid next to the address. 

To add a new address, click the Add link at the bottom of the grid and enter the address information. One address 
must be designated as the Mailing Address by selecting the checkbox in the grid. Also, selecting a Residence 
Address is required. Designate which address is your Public Access Use address by selecting the checkbox in that 
column. Foreign Legal Consultants and In-House Corporate Counsel do not need to specify a Public Access Use or 
Residence addresses and you will not see these columns in the grid. 

 

If appropriate, enter the name of the Law Firm or Department/Organization through which the attorney practices 
under the Firm/Organization Through Which I Practice section. Foreign Legal Consultants will only have the Law 
Firm field available. In-House Corporate Counsel will only have the Department/Organization field available. 

 

In the Jurisdictions Where You Have Been Licensed To Practice Law (Except The Commonwealth Of PA) section, 
update the jurisdictions outside of Pennsylvania in which your attorney has been licensed to practice law. 

If any jurisdictions are displayed where they are not licensed to practice law, click the Remove link in that row of the 
grid. 

To add a jurisdiction, click the Add link at the bottom of the grid. Enter the Court/Jurisdiction and select the Current 
Status in that jurisdiction. 

Continue adding any other jurisdictions until they are all displayed in the grid for your attorney. 
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The Financial Institutions section displays the financial institutions in which you or your firm held funds of clients or 
third persons at any time during the registration period for the previous year for the attorney for which you proxy. 
Verify and, if necessary, update the financial institutions that will be used for the current year for your attorney. This 
can be done in batch for all PA attorneys for which you are a proxy. For more information, see the next section. This 
information does not apply for Foreign Legal Consultants and In-House Corporate Counsel and this section does not 
appear on their form page. 

If you will not hold funds, select the None/Not Applicable checkbox if not already selected. 

If the grid displays any financial institutions that will not be used in the current period, click the Remove link in the 
grid for that financial institution. 

To add a new financial institution, click the Add link at the bottom of the grid and enter the bank or brokerage 
information. 

Continue adding any additional financial institutions until they are all displayed in the grid. 

 

In the Professional Liability Insurance section, indicate your professional liability status. Read the three available 
choices and select the radio button which indicates the attorney’s status. This can be done in batch for all PA 
attorneys for which you are a proxy. For information on batch functions, see the next section. This information does 
not apply for Foreign Legal Consultants and In-House Corporate Counsel and this section does not appear on their 
form page. 

 

In the Certification and Agreement section, indicate you have read the notice by selecting the checkbox. The 
checkbox will already be selected if you acknowledged the notice in the grid on the previous page as described 
above. For In-House Corporate Counsel and Foreign Legal Consultants, you must acknowledge the notice on this 
screen. 
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Optionally, in the Save/Submit section, you can indicate if your attorney would like to stop receiving the paper 
registration forms via U.S. Mail in the future by selecting the checkbox. You can select this option if your attorney 
plans to register online in the future. If you select this option, your attorney will still receive notification from the 
Disciplinary Board when the registration period begins each year, but registration forms will not be included. 

 

Once the information has been updated for your attorney, click SAVE at the 
bottom of the Pennsylvania Attorney’s Annual Fee Form page.  

After clicking SAVE, you are returned to the Registrations To Complete page. The attorney now has a Status of Not 
Submitted. 

Repeat these steps for any additional attorney for which you are a proxy, including yourself if you are also an 
attorney. 

I have several PA attorneys. What functions can I perform in batch? 

If you have more than one PA attorney for which you are a proxy, you can update the financial institutions and 
professional liability insurance selection for all of them at one time. This will save time and prevent data entry errors. 
The financial institution or professional liability insurance selections do not need to be the same for all of your 
attorneys in order for you to use the batch function screen. You can select the information for some of your 
attorneys and save it, then select different information for other attorneys and save it, but still only using one screen. 

 

To access the batch functions, navigate to eCommerce  Attorney Annual 
Registration  Batch Update.  
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The Financial Institutions section displays the financial institutions in which you or your firm held funds of clients or 
third persons at any time during the registration period for the previous year for the attorneys for which you proxy. 
Verify and, if necessary, update the financial institutions that will be used for the current year for some or all of your 
attorneys. 

If the attorneys will not hold funds, select the None/Not Applicable checkbox if not already selected. 

If the grid displays any financial institutions that will not be used in the current period for the attorneys, click the 
Remove link in the grid for that financial institution. 

To add a new financial institution, click the Add link at the bottom of the grid and enter the bank or brokerage 
information. 

Continue adding any additional financial institutions until they are all displayed in the grid. 

 

In the Professional Liability Insurance section, indicate the professional liability status for some or all of your 
attorneys for which you are a proxy. Read the three available choices and select the appropriate radio button for 
your attorneys. 

 

The Registrations to Update section displays all of the PA attorneys for which you are a proxy. If you are a proxy for 
any Foreign Legal Consultants or In-House Corporate Counsel, they will not display in the grid. 

Select the attorneys in the grid for which the financial institution and personal liability insurance you selected above 
apply. If the information selected applies to all of the PA attorneys for which you are a proxy, you can use the Select 
All link. 

 

 

Click SAVE. You will receive a confirmation message asking if 
you want to replace any information that may have been 
previously recorded for the selected attorneys. To proceed, 
click OK. 

The information that was entered is saved to the selected attorneys and you are returned to the Registrations to 
Complete page. 

If you have different information to record for other attorneys, repeat these steps, selecting the other attorneys, until 
the financial institution and professional liability insurance information is properly recorded for all of the attorneys for 
which you are a proxy. 
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Can I save my progress while working in one of my attorney’s annual registration forms? 

Yes! If you need to leave the form, you can save your progress by clicking 
SAVE at the bottom of the Pennsylvania Attorney’s Annual Fee Form. 

When you are ready to continue working on the registration form for your attorney, log into your UJS Web Portal 
account and return to the Registrations To Complete page (eCommerce  Attorney Annual Registration  
Registrations To Complete). 

The forms for your attorneys are displayed in the grid. The link next to the attorney’s name displays as Edit and the 
Status displays as Not Submitted. 

Click the Edit link next to their name to re-open their Pennsylvania Attorney’s Annual Fee Form. 

 

The form displays with any changes you started but did not complete. 

I have updated the forms for all of my attorneys. How do I submit them? 

 

Once you have updated the attorney annual registration form information 
for each of the attorneys for which you are a proxy, you should first return 
to the Registrations To Complete page and check on the Status for each 
attorney. 

Once each attorney in the grid is displaying a Status Not Submitted, you are ready to submit the forms to the 
Disciplinary Board. Select the checkbox in the grid for each attorney, or use the Select All link below the grid. 

Click SUBMIT SELECTED REGISTRATIONS. 

 

Once submitted, the forms are sent to the Shopping Cart page where you will complete the payment process. After 
submitting payment you will also be able to access the printable version of your registration form and a receipt. For 
more information on the shopping cart and payment, see Making Payments. 
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Making Payments 

After completing the registration forms for yourself or for your attorneys if you are a proxy, you will be taken to the 
shopping cart. The shopping cart provides the ability to review the registrations that will be paid and then proceed to 
checkout where the payment method is entered. 

How do I use the shopping cart? 

The shopping cart displays the registration forms that will be submitted for payment. For self-registering attorneys, 
and proxies that are only responsible for one attorney, you will only see one record in the grid. If you are a proxy 
responsible for the registrations of multiple attorneys, you should see one record for each attorney you represent, 
including yourself if you are also an attorney. 

After confirming all of the registration forms are displayed in the grid, click SUBMIT FOR PAYMENT. You will be 
directed to the USBank E-Payment Service website. 

 

How do I checkout? 

 

 

After submitting your registration forms for 
payment, you will see a summary on the 
first page of the USBank E-Payment Service 
website. Review the information and click 
CONTINUE. 
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In the Account Information section on the 
next page, select the radio button to indicate 
whether you will be using an ATM card or a 
credit/debit card for payment and then enter 
the card information. 

 

 

For the Billing Address, enter the address 
where the statement for the ATM card or 
credit/debit card is mailed. Payments may 
not be processed in a timely manner or may 
be declined if the address does not match 
the billing address listed with your bank or 
credit card company. 

 

Click CONTINUE. 

 

 

In the Contact Information section, enter 
your information. This information is 
necessary in order to contact you if there is 
any question about the payment. 

 

 

If your contact address is different than your 
billing address, select the “Use the address 
entered below as my contact address” radio 
button and enter your address in the space 
provided. 

 

 

Click CONTINUE. 
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Verify the payment details displayed, the 
payment amount, payment account details 
and billing address. A $2.75 convenience fee 
is added to your total payment amount. 

 

 

 

 

 

Confirm the email address where the 
confirmation will be sent once the payment 
is processed. 

If paying with a credit card, enter the three-
digit code found on the back of your card. 

 

 

Click CONFIRM. 

Your payment information will be transmitted to your bank or credit card company. Do not click the Back button in 
your browser or close the browser during this process. When completed, you will receive notification that the 
transaction was accepted or declined. 

If the card is declined or another problem was found, you will have the opportunity to re-enter the card information 
or enter a new one. Click MAKE CHANGES to return to the payment information page where you can update the 
card information. 

If the card is accepted you will be taken to the confirmation page. 

How do I print my confirmation and receipt? 

Once you receive the payment confirmation on the USBank E-Payment Service page, click CONTINUE at the 
bottom of the page. You will be returned to the Completed Registrations page of the UJS Web Portal. 

 

You can also access the Completed Registrations page at any time you are 
logged in to the UJS Web Portal by navigating to eCommerce  Attorney 
Annual Registration  Completed Registrations. 
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For self-registering attorneys, and proxies that are only responsible for one attorney, you will only see one record in 
the grid. If you are a proxy responsible for the registrations of multiple attorneys, you should see one record for each 
attorney you represented, including yourself if you are also an attorney. 

For each record in the grid, you can view the printable version of the registration form or a receipt by using the links 
next to each attorney’s name. 

 

 

To view the form, click View Form. The form opens in Adobe Reader. If you choose, print or save the form for your 
records using the functions of Adobe Reader. When finished, close Adobe Reader. 

 

To view the receipt, click the View Receipt link next to the attorney name. If you are a proxy and have multiple 
attorneys in the grid, it does not matter which View Receipt link you click because the same receipt is displayed for 
all the attorneys that were submitted on the same payment. 

The receipt page also provides access to viewing the registration forms through the View Form links. 

 

Click CLOSE to return to the Completed Registrations page. 

 


